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A. Becoming Familiar with Bill Components

This step is listed to help familiarize you with where to locate a bill (invoice) in Billing as well as the bill

components.

NAVIGATION: Main Menu > Billing > Maintain Bills > Standard Billing

1. The Bill Entry page will display.
a. Enter Business Unit: “JUD##".

OTC - User Guide Appendix

b. Click the Search button to display a list of Bills in the system.
c. Click on a bill line to open the details associated with that Bill and Payment.

Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Business Unit[= v JuD08

Im.rni[:e
Bill Status|= v |
Customer
Contract| begins with |

Bills in Business Unit[=_v/|

Template Invoice Flag|= | | v|

L L |LL
<]

[ case Sensitive

2
Clear Basic Search [2 Save Search Criteria

Search Results

View All
Businegs Unit  Inwoice  Invoice Type Bill Type Identifier Bill Status  Bill Source
JUD0E 0009182227 Regular  BUS New Bill REGISTER
‘JUDDS 0009182286 Reqular  BUS New Bill REGISTER
JUD0g 0009182285 Regular  BUS New Bill REGISTER
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Customer
JuDD3
JuDD3
JuDD3

First

4

1-80 of 82

b

Last

Contract  Bills in Buginess Unit Template Inveice Flag

1700001739 JUDDS
1700001738 JUDDS
1700001737 JUDDS

No
No
No
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2. The default Header — Info 1 page will display and shows general information about the bill.

a. Click the Header — Order Info option from the Navigation drop down list.
Header - Info 1 Line - Info 1
Unit JUDOS Invoice 0009132236 Pretax Amt 0.00 UsD
Status [NEW &} Invoice Date |D3/15/2017 [5] Cycle ID |DAILY QL
*Type [BUS Q, Source [REGISTER Q "Frequency =
*Customer JUDO3 &} SubCust1 SubCust2
Charles County Circuit Court
*Invoice Form NO_PRINT Q. From Date [5] To Date ]
Accounting Date 03152017 Ei;l Pay Terms IMMED Q, Pay Method | Cash
Remit To |[BOA &} Bank Account 02 &}
Sales 08-00-00 &} Bill Inquiry Phone Q,
Credit| DEFAULT &} Collector DEFAULT &}
Billing Specialist DEFAULT Q Billing Authority DEFAULT Q,
Default Biller Default Biller
Go to: Header Info 2 Address Copy Address
Notes Express Enfry Attachments Page Series
g—
Summary Bill Search Line Search Navigation | Header - Info 1 i hd Prev  MNext
Acctg - Deferred Rev Dist
. Acctg - InterUnit Payables -~ _—
|Flsave ||[gh Return to Search 1| Previous in List 4| Mextin List [=] Notify ||« Refresh |Acctg - Rev Distribution 5 Add
Acctg - Statistical Info I
Acctg - Unbilled AR
Acctg- InterUnit Explinv
Address Info
Courtesy Copy Addr
Disc/Surcharge
Disc/Surcharge Distribution
Disc/Surcharge Deferred
Header - AR Disfribution
Header - Credit Card
Header - Info 1
Header - Info 2
Header - Misc Info
Heder - Ser\.'ie Inf
Line - Info 1
Line - Info 2
Line - Misc Info
Line - Note
Line - Order Info
Line - Project Info
Line - Service Info
Line - Tax info
Line - VAT Info v
Line - Worksheet Data
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3. The Header — Order Info page will display.
a. Review the following information:
i. Contract: = Original Receipt Number

ii. Case Number: = Case Number (displays on Parent item only, not all linked items.)
iii. PKSlip No: = Treasury Code
iv. PO Ref: = Register Name/Number

b. Click the Line - Info 1 tab to review the Charge Code, bill amounts, etc...

Note: If changes are needed to the Charge ID - The Table: field = “ID” is very important.

Header - Info 1 Header - Order Info Line - Info 1

Unit JUDOS Bill To JUDO8 Pretax Amt 0.00 USD
Invoice 0009132236 Charles County Circuit Court

PO Ref BCO2Z Freight Terms Q.
Contract| 1700001738 aQ

Contract Date Ex| Case Number D2C17000534
Contract Type K Slip No 973973
OM Bus Unit QL Sold To Q
Order No Q Sold Loc Q.
Order Date EI Ship To aQ,
Ship Bus Unit Ship Loc Q.
Ship ID
Go to: Header Info 2 Address Copy Address
Motes Exprass Entry Attachments
Summary Bill Search Line Search Navigation
[F]Save ||[2h Returnto Search ||+] PreviousinList ||47] NextinList ||[=]Motify | &% Refresh E} Add
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4. The Line —Info 1 tab will display.
a. Click the Accounting link at the bottom of the page to see the accounting breakout.
b. Increase the Max Rows, if necessary, to see all Bill Lines. Bill lines should be even in number

when coming from the JIS BUS.

Example, if you show “1 of 5” bill lines, increase Max Rows to e.g., 10 then click the single down
arrow to refresh your bill lines. In this example, the lines increased to 6. The View All link can be
used to view all bill lines, which should include allocations and payments.
c. Use the Next in List and Previous in List buttons to navigate through the bills.

Header - Info 1 Line - Info 1

Unit JUD0E Bill To JUDDS Pretax Amt Qo USD
Invoice 0009182236 Charles County Circuit Court Max Rows 0 O

Bill Line Find | View All First ast
[+][=]

Identifier Look Up Date 03/15/2017 |[5)

Line

Seq 1 Net Extended 20.00
Table ID Q Identifier |UCS-1101 Q Description
Quantity 1.0000 From Date El
Unit of Measure [EA Q, To Date [#]
Unit Price &0.0000 Line Type REV Q Accumulate
Gross Extended 80.00 Tax Code &} Crax Exempt
Exempt Cert Q,
Less Discount 0.00
Plus Surcharge 0.00
Met Extended 30.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 20.00
Go to: Line Info 2 Tax Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Li h Navigation [ Line - Info 1 v| Prev  Next
[GlSave ||[af Returnto Search | Previous in List 4 | Mextin List [=] Notify || Refresh =% Add F3 Update/Display

u
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B. How To Look-up a Charge Code

This step is listed to help familiarize you with where to locate the Revenue Allocation for a specific
charge code. It is highly recommended that you save this page as a Favorite for quick access.

NAVIGATION: Main Menu > Set Up Financials/Supply Chain > Product Related > Billing Setup >
Charge Code

1. The Charge Code search criteria page will display.
a. SetlID: Enter JUDxx for your batch county
Billing Charge ID: Enter the full charge code ID or a portion.
Or
c. Description: change to Contains: Enter a portion of the Charge Code description.
Select the Charge Code link.

Charge Code

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a Mew Yalue
Search Criteria
2
Billing Currency | begins with s [&'}
Billing Charge 1D begins with s~ RCS—nDrth| =
Description BL

Cinclude History [ correct History [l case Sensitive

=
Search Clear Basic Search & Save Search Criteria

Search Results

Wiew All First ‘&' 150f15 & Last

SetlD Billing Curmrency Billing Charge 1D Description Unit of Measure List Price
JUDOY USD RCS-3173 BL Cecilton EA 4]
JUDOY USD RCS-3177 BL Charlestown EA 1]
JUDOY USD RCS-3174 BL Chesapeake City EA a
JUDOT USD RCS-3144 BL County EA 1]
JUDOT UsSD RCS-41 BL County Auctioneer License EA (1]
JUDOY UsD RCS-40 BL County Palm Fortune Telle EA 1]
JUDOY USD RCS-3175 BL Elkton EA a
JUDOT USD RCS-226 BL Issuing Fees EA 1]
JUDOT USD RCS-3176 BL Morth East EA a
JUDOY USD RCS-3180 BL Perryville EA 1]
JUDOY USD RCS-3179 BL Fort Deposit EA (4]
JUDOY USD RCS-3178 BL Rising Sun EA 1]
JUDOT USD RCS-22 BL Special Retail Cigarette EA a
JUDOT USD RCS-20 BL State License Costs Penal EA 1]
JUDOY USD RCS-21 BL Transfer Fee EA (4]
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2. The Charge Code page will display.
a. Locate the Revenue Code. There may be one or more listed. If you are entering this
charge code on a bill, you will need to add Revenue Distribution lines for each Revenue
Code to equal the 100% distribution or if the allocation is a fixed amount then add a
Revenue Distribution row for each fixed amount item.
b. Each percent number will need to be added to the Revenue Distribution page on the
bill’s accounting page also.

In the example below: RCS-3174 for JUDO7 has 3 Revenue Distribution codes. Each one of these codes
will need to be added to the Acctg — Rev Distribution page to accurately complete the allocation for this

charge code.

Charge Code Charge Code 2

SetlD JUDOT Currency USD Charge ID RCS-3174
Charge Code Find | View All First ‘4 10of1 "B/ Last

[+ [=]

*Effective Date |01/01/1951 Status | Active ~

*Unit of Measure EA | List Price

*Description BL Chesapeake City
Long Description |BL Local Lic Costs Penalties 0722

219 characters remaining

Revenue Distribution Code Q *Revenue Recognition Basis [Invoice Date v|
*Bill Type Identifier LIC |C Local Disbursement

Tax Group Q Transaction Type| Billing and Payment V|

VAT Group Q Transaction Sub Type [None v|

Personalize | Find | & 130f3 &/ Last

Line *Distribution Code Description Allocation Basis Percent Allocation
1 [RO70105460 |Q RO70105460 [ Percentage Allocation | 3.0000 + [
2 |Ro70105466 |Q RO70105466 [ Percentage Allocation | 5.0000 +  [=]
\[R072700588 |G RO72709588 [ Percentage Allocation | 92.0000 + [
Disbursement Codes First ‘& 1of1 ‘& Last
Allocation Customer | [E=H
Line *Distribution Code Description Allocation Basis Frcluae From nterest
1|DO72708511 |y DO72709511 Percentage Allocation v| | ﬂ j
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C. Using Copy Single Bill

This step provides a new way of entering a Bill, by using the Copy Single Bill function. This function copies over
everything from the original EXCEPT, the Invoice Date and Accounting Date, including all Notes. The Copy Single

Bill feature allows you to change, update or modify as much as you want on the new copied bill. Example of

when to use: To reverse a bill entered as an incorrect Bill Type. For multiple Bad Check bills, enter the first one

and then copy from that bill to create the next one in the list.

This function only allows you to copy a bill from the current fiscal year. [Ex. If the current Fiscal Year is FY2017
(07/01/2016 through 06/30/2017) you may not copy a bill prior to 07/01/2016.]

NAVIGATION: Billing> Maintain Bills> Copy Single Bill

1. The Copy Single Bill page will display.

a.

Contract: Enter the Receipt number to find the Bill to copy.
OR
Invoice: Enter the Invoice number you want to copy from.
Click the Search button to display search results.
i. Search results should include Bill Type = “JBC”, Bill Source = “ONLINE”, Contract =
Receipt number.
Select the bill from the list.

Copy Single Bill

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Business Unit| = w| puDo7 x| @
Invoice| begins with | 000316354 Q
Bill Status|= v | v|

Customer| begins with ™| Q
Contract

[Icase Sensitive

=]
Search Clear Basic Search & Save Search Criteria

Search Results

View All First ‘4 1g@cfe ‘%' Last

Invoice Type Bill Status Bill Type Identifier Bill Source Customgf Contract
JUDOY 0003168545 Reqular Invoiced BUS REGISTER JUDOT\ 7757574

Page 8 of 19

Last Revised: 05/01/2017



é GEARS OTC - User Guide Appendix

2. The Copy Single Bill page will display.
a. Select Bill Action section, select the “Copy Bill” radio button.
b. Copy Results section, notice Copy Bill is set to “NEXT” (this will automatically assign a new bill)
c. Click the Save button at the bottom of the page to copy the bill.

Copy Single Bill

Unit: JuDo2 Bill Te: JuDD2 Anne Arundel County Circuit Court
Invoice: 0006640754 Pretax Amt: 0.00 UsD
Select Bill Action Copy Results
No Bill Action *Copy Bill: |NEXT

®

&L Retum to Search | |[=] Notify

d. The new Bill number and navigation link are displayed after the page saves.

Copy Single Bill
Unit JUDO7 Bill To JUDO7 Cecil County Circuit Court
Invoice 0009168548 Invoice Amt 0.00 uso
Select Bill Action Copy Results
O copy Bill

[Glsave ||[Sh Returnto Search (5] Previous in List 4| Mextin List [+] Motify
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3. Click the Go To Bill Header — Gen. Info link. This will take you to the Header — Info 1 tab within the bill.

a. Invoice Date: Enter current date.
b. Accounting Date: Enter current date.

Note: All the fields on this bill are open to accept changes. The Bill Type can be changed, the note should
be changed or updated, and the Identifiers or Line Amounts on the Line-Info 1 page can be changed as
well.

c. Make all necessary changes.
d. Status: Change from New to RDY (Ready to Invoice)
e. Click Save.

Header -Info 1 || Line - Info 1

Unit JUDG7 Invoice 0009182299 Pretax Amt 0.00
QL Invoice DalQ Cycle ID | DAILY Q
“Type BUS Q Source REGISTER Q "Fr&quencyr
*Customer JUDO7 QL SubCust1 SubCust2
Cecil County Circuit Court
*Invoice Form NO_PRINT Q, From Date El To Date [5]
Accounting Date Pay Terms [IMMED Q, Pay Method | Cash
Remit To |[PNC Q Bank Account |07 Q,
Sales (D7-00-00 Q Bill Inquiry Phone Q,
Credit DEFAULT Q Collector DEFAULT (&}
Billing Specialist DEFAULT Q Billing Authority DEFAULT (&}
Default Biller Default Biller
Go fo: Header Info 2 Address Copy Address
MNotes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation [Header - Info 1 v Prev  Next

\a* Return to Search =] Notify 4 Refresh =L Add 5| Updal

4. Run the Single Action Invoice process for the Bill Type just completed.
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D. Running District Court Monthly Revenue Reports

There are two reports which should be created at the end of each month, once your daily deposits are
completed and any Bad Checks or other adjustments are completed.

The first report is the Monthly Revenue Details District Court (R1) report. This report contains
information specific to your daily deposits for Cash and Checks for revenue.

The second report is the DC — Yearly/Period Breakdown report. This report should be created monthly
and contains the breakdown of transaction types included in the Account ‘7503’ Fines and Costs.

Report 1: Monthly Revenue Details District Court (R1) report

NAVIGATION: Main Menu > Maryland Judiciary > Reports > Mon Rev Details Dist Crt (R1)

1. The Mon Rev Details Dist Crt (R1) Run Control page will display.
a. Enter a Run Control — Search if needed using the “Find an Existing Value” tab or create a new
one by selecting the “Add a New Value” tab and enter a Run Control ID (e.g.: “Reports”).
2. Onthe Mon Rev Details Dist Crt (R1) page, complete the following run control settings:
a. Business Unit: Enter “JUD##”, where ## is your 2-digit county code.
b. Fiscal Year: Enter the current 4-digit fiscal year.
c. Period: Enter the 2-digit fiscal month, (e.g. July = 01, August = 02, etc.).
3. Click the Save button.
4. Click the Run button

Aoc Run Dis R1
Mon Rev Details Dist Crt (R1)

Run Control ID Monthly Report Manager Process Monitor Eug
Language

Report Request Parameters

*Business Unit: JUD51 |
*Fiscal Year| 2017

*Period 09 ehier period like ex 01

‘HlSave ||[=] Notify » Add | Update/Display
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5. Onthe Process Scheduler Request page, the AOCDISR1 Process Name will be selected.
6. Click the OK button.

Process Scheduler Request x

Help

User ID debbie. seipp Run Control ID Maonthly

server Name [ERRRRRIMIIRIN ©]  Run Date 04122017 |5

Recurrence | v|  RunTime[4:26:22PM Reset to Current Date/Time
Time Zone (&}
Process List
Select ikl Process Name Process Type *Type *Format Disfribution
District Court Rev Detail R ACCDISR1 SQR Report Web v| | PDF w | Distribution

Cancel

7. Onthe Mon Rev Details Dist Crt (R1) page, the Process Instance number below the Run button indicates
processing has begun; click the Process Monitor link.

8. Onthe Process List page, click the Details link of the completed AOCDISR1 process (i.e., Run Status =
“SUCCESS” and a Distribution Status = “POSTED”).
9. Onthe Process Detail page, click the View Log/Trace link to select and view the PDF report.

Report ID: AOCDISR1 DISTRICT COURT OF MARYLAND Page No: 1
BU: JUD51 Fiscal Year: 2017 Month: JUL Monthly revenue Detail (R-1) Date: 08/04/2016
Date Treas Total FineaCost CICF/VCF CICF V.C.F VWEER Local SUBABUSE MLSC Transcript RIF VCAF
Code Deposit 7503 7506 7518 7521 7523 7530 7531 7537 7707 6234 7543
51010 51340 51320 51330 51350 51250 51731 51370 51010 51030 51343
07/01/16 333063 3522.50 3055.50 42.00 280.00 106.00 35.00
07/05/16 233064 4187.00 3436.00 92.00 280.00 70.00 224.00 85.00
07/06/16 333085 883.50 £94.00 12.00 35.00 7&.00 29.00 37.50
07/07/16 333066 2779.50 2395.00 54.00 175.00 8.00 3.00 144.50
07/08/16 333087 1853.00 1335.50 27.00 175.00 170.00 15.00 £3.00 67.50
07/11/16 333068 1314.00 1530.00 39.00 140.00 62.00 23.00 120.00
07/12/1¢ 333069 1898.00 1370.00 33.00 70.00 242.00 93.00 90.00
07/13/16 333070 1075.00 935.00 18.00 56.00 21.00 45.00
07/14/1¢6 333071 1465.00 1174.50 36.00 70.00 52.00 15.00 20.00 97.50
07/15/16 333072 3410.00 2916.50 33.00 245.00 74.00 29.00 112.50
07/18/16 333073 17451.00 1€3917.00 27.00 210.00 152.00 55.00 90.00
07/19/16 333074 1748.85 1528.85 36.00 50.00 18.00 116.00
07/20/16 333075 1545.00 1550.50 35.00 35.00 160.00 63.00 37.50
07/21/16 333076 3685.50 2444.00 39.00 350.00 538.00 202.00 112.50
07/22/16 233077 1624 .50 1215.50 36.00 70.00 142.00 56.00 105.00
07/25/16 333078 2568.50 2126.00 30.00 210.00 90.00 30.00 82.50
07/26/1¢6 333079 1713.50 1298.50 31.00 35.00 176.00 72.00 101.00
07/27/16 333080 1346.00 1013.00 12.00 70.00 140.00 51.00 60.00
07/28/16 333081 1671.50 1345.00 33.00 35.00 98.00 15.00 33.00 112.50
** Total ** 56741.85 48280.35 665.00 2485.00 0.00 0.00 T70.00 0.00 2616.00 45.00 985.00 1591.50

District Court Monthly Rev Detail (R-1)
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Report 2: DC - Yearly/Period Breakdown Report

This report replaces the DC- Monthly Fines and Costs report (R2). The report is very similar, but the breakdown
now is only of Fines and Costs (7503 account). Please compare the Total Amount on this report to the previous
report, Monthly Revenue Details District Court (R1) report, where the amount in the 7503 column should equal.
This is not the Grand Total Amount, as that includes any adjustments processed for the month.

NAVIGATION: Main Menu > Maryland Judiciary > Reports > DC — Yearly/Period Breakdown

1. The DC-Yearly/Period Breakdown Run Control page will display.

a. Enter a Run Control — Search if needed using the “Find an Existing Value” tab or create a new
one by selecting the “Add a New Value” tab and enter a Run Control ID (e.g.: “Reports”).

2. Onthe DC-Yearly/Period Breakdown (DC Run R4) page, complete the following run control settings:
a. Business Unit: Enter “JUD##”, where ## is your 2-digit county code.
b. Fiscal Year: Enter the current 4-digit fiscal year.

3. Click the Save button.

4. Click the Run button.

DC Run R4

Run Control ID Monihly Report Manager Process Monitor Run

*Business Unit | JUD51 | MOJUD Selects All

Fiscal Year 2017 Enter as 4 digit Year

‘Tl Save ||lg™ Return to Search +=] Previous in List 4= Mextin List =] Notify = Add
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5. Onthe Process Scheduler Request page, the AOCDISR4 Process Name will be selected.
6. Click the OK button

Process Scheduler Request x
Help

User ID debbie seipp Run Control ID Monthly

Server Name Run Date |04/12/2017 1]

Recurrence | v|  RunTime [4:25:12PM Pz L BT s
Time Zone o'}
Process List
Select Description Process Name Process Type *Type *Format Distribution
DC Courts Rev Year Summary AOCDISR4 SQR Report [Web  ~|[PDF | Distribution

Cancel

7. Onthe DC - Yearly/Period Breakdown (R4) page, the Process Instance number below the Run button
indicates processing has begun; click the Process Monitor link.

8. Onthe Process List page, click the Details link of the completed AOCDISR4 process (i.e., Run Status =
“SUCCESS” and a Distribution Status = “POSTED”).

Process List Server List

View Process Request For

UserID|debbieseipp  |Q  Type | v | [Last v 1| [Hours v Refresh
server|  v|  Name @, Instance From Instance To
RunStatus| ] Distribution Status | ~| I save On Refresh
Process List Personalize | Find | View All | 2] E First ‘4’ 10f1 ‘b Last
Process Distribution

Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details

1195741 SQR Report AOCDISRE4 debbie seipp 04/12/2017 4:29:12PM EDT Success Posted

Go back to DC Year/Period Breakdown

[5] Save | |[=] Notify
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9. On the Process Detail page, click the View Log/Trace link to select and view the PDF report.

View Log/Trace x

Help
Report
ReportID 1146450 Process Instance 1195741
Mame AQCDISR4 Process Type SOR Report
Run Status Success
DC Courts Rev Year Summary
Distribution Details
Distribution Node  PSUNIX Expiration Date 041972017
File List
Sloe File Size (bytes) Datetime Created
AQCDISR4_1195741 FDE 5,264 04/12/2017 4:31:35.883422PM EDT
AQCD - 41 out 7,785 04122017 4:31:35.383422PM EDT
SQR ACCDISR4 1195741.log 1,723 041272017 4:31:35.883422PM EDT
Distribute To
Distribution ID Type *Distribution 1D
User debbie seipp
Return
Note: Totals row should equal the Total from the R1 report above.
Beport ID: AOCDISR4 DISTRICT COURT OF MARYLAND
Business Unit: JUDSL Allegany County District Court
Figcal Year: 2017 Anmual Breakdown Pines & Costse Date: 04/12/2017
July Ruguast  Septemb N b January Pebruary March April May June Tatal
Traffic Fines 19512 50 23243.2¢ 1&5B30.B0 1%&623.00 1B308.00 1785200 4550.00 ao.00 00.00 145184.30
Traffic Costs £722.00 E032.C50 CETZ2.00 4829 50 £1&2.00 1270.00 ao.00 00.00 40508.00
Criminal Fines 27300 3000.00 3645 .00 33085 .00 2527.50 477.50 ao.00 00.00 21297.50
Criminal Costs 702.50 BS2.E0 TEL .00 741.9% 920.00 200.00 ao.00 00.00 £109.45
DNR/MTA Fines 1550.00 1207.50 QEL . DD GE1.00 625.00 00.00 ao.00 00.00 8328.50
DNR/MTA Costs 11500 22.c0 00.00 ET.50 45.00 00.00 ao.00 00.00 427.50
Bond Forfeiture 15100.00 250.00 250.00 3co.00 £929.90 00.00 ao.00 00.00 47576.02
Civil 2e0B.00 2ELo. 00 29B80.00 3150.00 Je0.00 ao.00 00.00 215597.00
Local Costs ao.oa 42.50 oo.ao 5.00 00.00 ao.00 00.00 &2.50
Marijuans ET2.E0 E2C. 00 895 .00 692.E0 270.00 ao.00 00.00 £310.00
Work Zone - = = — - -— T 0000 0.00
» ous 1178.E50 14£0 LD 124540 904.130 Ce2.00 ao.00 00.00 -
Totals 31703.B0 IC4%c.00 33473 .35 38913.20 BL29.50 0.00 0.00 JU@
JAD -20.00 C.00 -45.00 a.00 00.00 L1 BT - -al.00
JBC ausoT ou.on o ou.ou oL o0 ao.00 00.00 a.00
JCR ao.oa 00.00 oo.ao 0a.00 00.00 ao.00 00.00 a.00
JCU ao.oa 00.00 oo.ao 0a.00 00.00 ao.00 00.00 a.00
JOP ao.oa 00.00 oo.ao 0a.00 00.00 ao.00 00.00 a.00
JER ao.oa 00.00 oo.ao 0a.00 00.00 ao.00 00.00 a.00
JLT ao.oa 00.00 oo.ao 0a.00 00.00 ao.00 00.00 a.00
JPP ao.oa 00.00 oo.ao 0a.00 00.00 ao.00 00.00 a.00
Adjustments . =-20.00 E.00 -45.00 a.00 a.o00 0.00 0.00 -80.00
Grand Total 431000.37 3le83_B0 35501.00 33428 .35 38913.20 BEZS.50 0.00 0.00 305003.82
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E. How to Filter and Sort Query Data Downloaded to Excel
Filtering your downloaded query results in Excel can be a very useful tool to narrow your data further. The data
from the example above will open in Excel:

1. Delete the first row so that your column headers become the first row.

“ Hame Imns&rt Pﬂﬂ! LAy et Farmulas Data R&ii daas WiEaar Develaper
jﬂ_1| *‘ Arial Unicode MS = 10 = AS ,~ B -I: e [ WWrap Text Text
Paste '; [B|r U-| - S-A- B B W i SdMergescenter-  $ - %
Clipboard '= Fomnt = Alignment = MHumber
Al - F~ | SetiD =JUDOG,From Z Date=2014-01-01,To Z Date=2014-10-31
A B | =] | D
— see7 i
2 [Unit Date |Receipt No- finvoice
3 | JUDDE 01/02/2014 2333402 0000585020
4 | JUDOE o1/02/2014 2331972 ‘000585001
5 | JUDOS ovozrz014 2azease "Docosesoos
& |JUDOS o1/02/2014 2331972 "boooseso00
7 JUDOE 0102/2014 2328635 ‘Docosesoay
8 | JUDOS o1/02/2014 2azeazs "boocoseso10
9 | JUDDG o1/02/2014 2329368 ‘booose4996
10 | JUDOE o1/02/2014 2328352 ‘booosesoos
11 | JUDOS 01/02/2014 2328352 ‘Doooses096
12 | JUDDE 01/02/2014 2328352 ‘bocosesoos
12 | JUDOE 01/02/2014 2333402 ‘oooosesozo
14 | JUDOE ov02/2014 2333402 ‘booosesozo
Home Insert Page Layout Formulas Data Review View Developer
r&\
j % Arial UnicodeMS ~ 10 ~ A" A~ = §; L = Wrap Text Text
- Ra - =
Paste 7 B Z U~ - O-A- EEE EEE EdMerge&Center~ | $ ~ %
Clipboard 1% Font - Alignment u Num|
| cs v @ £ | 2329368
| A " c D
1 |unit  |Z Date |Receipt No: |invoice
2 JUD06 01/02/2014 2333402 '0000585029
3 JUD0G 01/02/2014 2331972 '0000585001
4 JUDOG 01/02/2014 2328352 '0000585096
5 JUDO6 01/02/2014 2331972 '0000585000
6 |JUDO6 01/02/2014 2328635 '0000585037
7 JUD06 01/02/2014 2328322 0000585010
8 |JUD06 01/02/2014 2329368 '0000584996
9 JUDO6 01/02/2014 2328352 '0000585096
10 |JUDOG 01/02/2014 2328352 '0000585096
11 |JUDO6 01/02/2014 2328352 '0000585096
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2. Select the entire table of data by clicking the corner field at A1 and then auto fit your columns by double
clicking the column separators.

n Hame Insert Page Layout Formulas Data Paview Wi Develaper

="

j & Arial Unicode M5 - 10 - A" 47 = gy - = Wrap Text Text

0 g, - -

Paste 7 Blr p- QL+ &4~ BE T W | IR Emergescenters | $ » %
Clipbaard - Fant a Aligrment - Pliif

Al - £ unit
A B [= o]
|z Date |receipt Mo: [[1rvoice

2 _JLID'DG 01/0Z/2014 2333402 'DOD0SES029

3 | JUDOS ovozz04 2331972 ‘booosasoot

4 |Jupos ovozzo14 azeasz ‘oooosa5096

B _JUDOG 01/0272014 2331072 ‘DoOOOSAS000

6 JUDOG 01/02/2014 2328635 ‘DooosasosT

7 | JUDOS ovozzo1s azssss ‘booosas010

8 |JUDO6 01/02/2014 2329368 ‘0000584996

o _JUDOG mmmmdrzazaasz rDOfHJE-‘BEDQB

10 JUDDEs 01/02r2014 2328352 -EJOOEE-ESOQG

11 |JupDos ovozzos 2azess2 ‘booosas0as

3. You can search for specific results in one of two ways: Filtering or Sorting. Use the “Filter” option on the
Sort & Filter button (Found on the “Home” tab of the Excel Ribbon). Below is an example of filtering for
all transactions where “BL — Issuing Fees” is the description.

n Wome | et Pagrlmyot  foemeiss Oas Teview  View  Deveoper

3 : AcatUnicodeMs =10 = A" A" T | e EFwepten Tent . h‘ ﬁ @ j— ? EJ f
Py BIU-E 0 A EEW EE Weseacon- $ % o | WY odtonu Femmt Ceb | e Deiete Fornu j
Chpboatd 7 rom % Abgnmend 2 Number J Shyter Comy
Al v (= ﬂ unit
AT B [ ) | €& F e | H 1 J K
1 voice - |Am >rody @ Cot - |Descr - - No. -
2 JUDOB 01/02/2014 2333402 0000685029 200 06010 6468 RCS 2] gontatez |06-00-00
| 3 ‘supoe 01/02/2014 2331972 0000585001 0.8006010 5466 RCS 4| sgnztea |06-00-00
| 4 JuD0s 01/02/2014 2328352 0000585006 20006010 5466 RCS Sor by Color » |06-00-00
5 JUDOG 01/02/2014 2331972 0000585000 12006010 5466 RCS |06-00-00
| & JuDos 01/02/2014 2328635 0000585037 550006010 5466 RCS |06-00-00
| 7 supos 01/02/2014 2328322 0000585010  55.00°06010 5466 RCS {06-00-00
| & Jupos 0170212014 2329368 0000584996 550006010 5366 Rcs  (otEMes * 106-00-00
9 JUDOB 01/02/2014 2328352 0000585096 02306010 8460 RCS Search 2! 06.00.00
10 JUDOS 01/02/2014 2328352 0000585096 03806010 'Bass RCS ) (Select AT) . |06:00.00
11 JUDOS 01/02/2014 2228382 0000585066 68006270 osss RCS ) Appearsnce Fee | |06.00-00
12 JUDOB 01/02/2014 2333402 0000585029 0.60'06010 5460 RCS CJee - County {06-00-00
13 JUDOG 01/02/20142333402 0000585029  1.0006010 5466  RCS TR {06-00-00
114 JuD0E 0110212014 2333402 0000585020  18.40°06270 9588 RCS e — {06-00-00
115 JuD06 011022014 2331972 0000585000 09206010 5466 RCS []8L - Special Retad Cgavette |06-00-00
16 JUDD6 01/02/20142331972 000585000  16.83°06270 9588  RCS L300 = $1ale Udense CostsPenel 106-00-00
17 JUDOS 01/02/20142331972 0000585000 05506010 460  RCS :1::::,";_1 |06-00-00
18 JUDOE 01/02/2014 2328980 0000585014 50006010 5466 RCS ST ~ 106-00-00
19 JUDOE 01/02/2014 2328660 0000585014 30.00'06270 "9sss RCS Gas ] -~ |06-00-00
20 JUDOS 01/02/2014 2333399 0000885047 300006270 9ses RCS O] (fencdey) |08 00-00
21 |JUDOS 011022014 2333399 0000586047 50006010 6266 RCS-2599 MAMEAGE - LICONSA/ADD 06-00-00
22 | JUDOS 01/02/2014 2328732 0000685013  10.00'06270 'osss RCS-2601 Marriage - Civil Ceremony 06-00-00
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4. Use the “Custom Sort” option on the Sort & Filter button to group your data set by a particular field.
The following sample data set is sorted by “Descr” and then by “Invoice”.

3 Home | Inset  Pagelayout  Fommulas  Data  Review  View  Developer

& . ol = | ] @
j Arial Unicode MS <10 ~ A 40 = g[%] W QEWrapText Teit v ﬁ ﬁ % i
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Paste E TU- 8- &-A ESZ E5 EMegedCenter § % o+ 500 Condtional Fomat Cell | Ingen
. P © | Formatting " as Table ~ Styles |
(lipboard 7 Fant fi Alignment fi Number i Styles
Al vk Uit
A B C PN F G H J K

1 Unit + | Date ~ |Receipt No: « {Invoice] ./ |Amount ~ [Produci ~ |Accounl - (Charge Code + |Descr ./ lLocation + [Case No. +

2 JUDOG 0102204 1300007074 000ASN 1000620 %M UCS06 Appearance Fee 060000 01306552

3 UDos oiozaowiaooooror:  Tooossstss  w000E20  MeM o Ucs-i06 Appearance Fee 080000 0RCI0RER2

4 Juoos oumaote’aooooross  Tooosesoee  1000De2 et ucs-io Ippearance Fee 060000 0C1306353

5 JUDos oiozaoiiaoooorose  ooosss wo0em0 Mew o Ucs-os Appearance Fee 080000 0RCI0RER2

§ JuDos oiozaoieiaooooross  ooosss7e  wo0e0  Mew o Ucs-os Appearance Fee 080000 06C1005609

7 JuD06 oiozaoiiaooooross  ooossst7s  w00e0 MM Ucs-0s Appearance Fee 080000 0RCI0RER2

g JuDos oiozaoiiaoonomoaz  ooosss7e w000e20 MM Ucs-06 Appearance Fee 080000 0BCHO5933

9 JuDos oiozaoieaoooomoae  ooosssos0  w000e20 MM Ucs-06 Appearance Fee 080000 0GCOA0S16T
10 UD06 0103204"a00000001  ooosossts 2000620 MM Ucs-06 Appearance Fee 060000 06K130456

11 Juoos ouma0t4anooooons  ooosssets  2000Te2m et ucs-io Ippearance Fee 060000 OBK1304398
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5. Use the “Subtotal” button on the “Data” tab to apply functions (average, min, max, count, sum) to data

set columns. For example: From this data set, you want to find the total revenue for all charge codes.

We are asking Excel to return a Sum total for the “Amount” column each time there is a change in the

Charge Code. Note: It is much easier to sort your data set first before subtotaling. Here we sorted by

Charge Code first, and then applied the subtotal parameters.

“ Haome Insert Page Layout Formulas Data Review View Developer ‘
: £ B FEH B} = (B Connedtions 5 K Clear Rz M g f»"’l ¢'FI
e G & B e WD N o BE B B & Y W
From From From From Other Existing Refresh - il Sort Filter T Textto  Remove Data Consolidate WhatIf = Group Ungroupg
Access Web  Tet  Sources  Connections | All» == EdILLINKES Y Advanced | Columns Duplicates Validation = Analysis ™ b v

Get External Data Connections Sort & Filter Data Tools Outline
AL - fe | unit
Al B ] [3 [ o | e T F T & 7] H [ Ik L M N
1 |Unit ~ |2 Date’ - |Receipt No! - |Invoice |, |Amount| - |Produci ~ |Accouni - |Charge Code - |Descr 1| Location ~ |Case No. ~

| 2 [JUDOG 01/0212014 1300007071 0000585057 100006250 9591 UCS-106 Appearance Fee 06-00-00  06C1306552

| 3 [JuDoe ot/0212014 1300007072 0000585058 10.00 06290 8591 1JCS-106 Appearance Fee 06-00-00  06C1306552

| 4 [JuDoG o1/0212014 1300007083 0000535069 10.00 06290 8591 1UCS-106 Appearance Fee 06-00-00  06C1306353

| 5 [JuDoe ot/0212014 300007085 0000585072 10.00 06290 8591 UCS-106 Appearance Fee 06-00-00  06C1306552

| 6 |Jupos ot/0272014 1300007088 "Bo00585074 1 pak L ance Fee 060000  DBC100S609

| 7 [Jupoe ot/02:2014 300007085 0000585075 Subtatal M e Fee 06-00-00  06C1306552

| 8 [JUDo6 o01/022014 1300007092  "D0005E5078 ) e Fee 06-00-00  06C1105933

| 9 [1uDo6 0022014 300007094 "D000585080 LIEEIGE =T e Fes 060000  06COG05167

| 10 [1UD0G 0t/03i2014 400000001  D000S95914 Charge Code e Fee 05-00-00  D6K1304456

| 11 |JuDos  ovnarz0t4 1400000003 "Bo00595316 Use functian: e Fee 06-00-00  06K1304398

| 12 [JUDOG 01/03r2014 1400000007 0000595927 _s 8 Fee 06-00-00  0GC1406553

| 13 |JuD0E 0110372014 1400000005 "BO0D595A2E L e Fee 060000  DBC1406553

| 14 [JUDOG 01/03/2014 1400000011 D000595930 Add subtotal to: 2 Fee 06-00-00  06KO703559

| 15 [JUDOG 01/0312014 400000017 0000595936 | |[C]Receipt No: e Fee 060000  0GC1306370

| 16 |JuD0s 0110372014 1400000020 'Bo0D59593 [linvoice e Fee 060000  DBC1306539

| 17 [JUDOG 01/03/2014 1400000021  "D00D595940 I| B " e Fee 06-00-00  06C1306502

| 18 [JuD06 0110372014 1400000024 "D000595943 ];?mﬂ s Fes 060000  06C1308521

| 19 [JUD0G 01/03/2014 1400000026  D000595945 [ Cherge Code e Fee 060000  DBCO103350

| 20 |JuDos 01032014 1400000029 "Doo0595348 e Fee 06-00-00  DBC1406553

| 21 |JUDOG 0110372014 1400000030 'DO00595949 [] Replace current subtotals s Fee 060000  DBC1406553

| 22 |JUDOE 0110672014 1400000037 "DO0DG033E0 [P Page break between groups e Fee 060000  DBC1406554

|| 23 |aupos  otio6r2014 1400000038 '00DGS3EY I 7 summary below data e Fee 060000  DBC1406554

| 22 |JUD0E 0110672014 1400000038 "DO00G0B3E2 e e Fee 060000  DBC1406554

| 25 |JuD0s 0110672014 1400000040 "D00DGDB3E3 | I Remove Al l [ = e Fee 060000  0BC1306533

| 26 [JUDOG 01/06/2014 1400000041 "D00DG0B3E4 = ance Fee 06-00-00  0BC1406554

| 27 [JUD0G 01062014 1400000043 D00DG0B3E6 e 7 ance Fee 06-00-00  DBC1406554
23 [JUDOG  01/06/2014 1400000044  'D0O0D60S3ET 100006250 5591 UCS-106 Appearance Fee 06-00-00  06C1406554
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Home Insert Page Layout Formulas Data Review View Developer
i % s .| = =- I )]
BN N W P SiWepTed Text . L ﬂ;@ _l;g o
aste m[ U~ | &A= iF iF Merge & Center~ | § + % o | %3 ;20 Condtional Format Cell | Insert Delete

- 4|87 ° - =F o Y Eormatting - asTable Stylest | -

Clipboard & Font 1 Alignment 1 Number 1 Styles Cells

AL v fe | Unit
[1]2]3] A B C D E F G H J K
1 [unit - [Z Date - [Receipt No: - [Invaice .| [Amount  + [Produci - [Accouni + [Charge Code ~ [Descr .1 |Location ~ |Case No. +
[ [ - | 2 JuD06 011232014 2387765 0000695031 §11,137.50 06010 5469 RCS-104 LR - Non-Resident Tax Withhold ~ 06-00-00
3 $11,137.50 RCS-104 Total
- | 4 JUD06 0111312014 2362616 "bo00g43162 s500e030  Bo3s RCS-107 LR - Certfied copies 06-00-00
5 [JUDDG  0113(2014 2362616 "b000643162 sso0'e030 235 RCS-107 LR - Certiied copies 06-00-00
6 JUD0S 01132014'2362616 "bo00s43162 ss00e030  TBoss RC3-107 LR - Certfied copies 06-00-00
7 JUDDG 011312014 2362616 "000643162 ss00'6030 a3 RCS-107 LR - Certiied copies 06-00-00
| | [ A - .
8 |JUDDG  01/13/2014 2363647 ‘000643167 50006030 6235 RC3-107 LR - Certified copies 06-00-00
9 $25.00 RCS-107 Total
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